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Publishers and printers are involved in producing books. Publishers work
with manuscripts, evaluating them for content, checking them for editorial style,
seeking markets for them, and getting cost estimates for printing them. Publish-
ers have access to ISBN numbers, register their books with the federal govern-
ment under the copyright law, and inform distributors that their books are going
to press. Printers, on the other hand, own their own printing presses. They ac-
cept payment from people who publish books and provide them with printed
books. They base the cost of printing on their current overhead costs. A printer
who bought equipment in the days prior to the electronic printing press paid
around $500,000 for equipment and, thus, must charge more for his or her ser-
vices than one who only paid $55,000 for an electronic printing press with full
color capabilities. When you seek a printer, look for one that can afford to give
you a lower rate.

To be a printer you must own a printing press. But, you can become a pub-
lisher with very little investment. You do not even need to rent office space, but
can instead work within your own home using computer technology you prob-
ably already own. And there are ways to fund the printing of your books. One
way in which publishers cover printing costs is by offering a pre-publication
special. They advertise a book for the pre-publication cost of $13.95 and the
regular publication cost of $19.95. Once the pre-publication money comes in,
they use it to finance the printing of the book. If you have a very small run of a
book (about 30 copies), you might even check with a printer such as Kinko’s.
They will give you an estimate and break down the cost factors for you.

Some successful self-publishers
- The earliest contemporary self-publishers were people who wrote books on
wi computers. These people produced camera-ready copies of books on how to use
o software programs, how to build computers, and how to program software
= projects. Later, other professionals joined the self-publishing world. Two educa-

o3 tional psychologists in Oregon, for example, wrote a textbook and published it
e .
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under their imprint, Impact Publishing. They sold over 250,000 copies and soon
found themselves competing with such giants as Educational Testing Service
(ETS). Lawrence Erlbaum, a psychologist, is another self-publisher. He created
his own publishing house and soon became a major source of books on psychol-
ogy. He later expanded his company to include books on communication under
the name of Ablex Publishing. What these people have in common is quality
control. They know their subject matter.

Why it has become easier to self-publish

There are five major publishing giants in the United States, each of them
known under hundreds of different names or signatures. They use one name for
publishing textbooks, another for publishing romance novels, another for mur-
der mysteries, and so on. Oil companies own four of these giants, and a movie
studio owns the other. These companies are successful because they publish
thousands of copies of books for a very low per-copy cost. They also have tax
laws that support their business operations. In the past, it was difficult to com-
pete with these giants. They had the money, the connections, and the distribu-
tion channels. Some of them even owned printing presses.

Something interesting happened in the printing industry to change the pub-
lishing giants’ advantages. The change came about because Frank Valenti, a
lobbyist for the film industry, argued that new laws were needed to protect the
movie and CD industries from pirating. Congress passed these laws, taking away
many of the advantages that publishing conglomerates had over the small self-
publisher. They were now forced to do short runs, which caused their costs to be
substantially higher. This change was immediately noticed in the pricing struc-
ture of books. Paperbacks that previously sold for $6 now sold for $16. Small
publishers have always done small runs of books. Now the large publishers were
doing the same thing.

Something else happened to the publishing industry. The tools of their trade,
electronic publishing, were now available to everyone for under $2,000. Big
publishing houses once paid $60,000 or more for their equipment. Now we have
* the same capabilities in our personal computers for a fraction of that cost.

Four ways to reach the world

Since it is not cost effective for them, large publishing houses do not want
to invest in books that do not have a wide distribution. They want to publish
books that will be ordered in 30 or more copies at a time. Over 80% of all books
published are non-fiction, and textbooks make up a large portion of this number.
There are over 4,300 colleges and universities in the United States, and large
publishing companies favor this market over all others. How do we get around
the fact that the large publishing houses are not interested in our books? There
are three alternatives:
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» Submit one’s manuscript to a number of small presses and hope for
a contract. The advantage of a small press is that it will take care of
all of the intricacies of publishing from printing the book, through
marketing it, to filling orders. They will even handle the copyright
for you.

« Pay a printer and publish the materials yourself. This requires a lot
of work as you must be able to come up with camera-ready copy,
design the cover, handle graphics quality, and prepay the printer for
a small run.

» Self-publish an electronic version of the materials on the Internet. If
the copyright is not an issue to you, then you can share your materi-
als in this public domain. You will need to work with a Webmaster
who will help you with creating WEB pages and links to other sites.

Getting started in self-publishing

There are a number of good books that will take you through this process. A
classic among these is a book by Dan Poynter, The Self-Publishing Manual.
These books direct the self-publisher to use printing services. These services are
not sensitive to publishers with small printing runs under 500 copies. The setup
costs for printing books tend to be very expensive. It currently costs around
$5,000 to print 500 copies of a 300 page book with a color cover. As the print
run size goes up, the cost per book goes down. If the same book had a print run
of 5,000 copies, the cost would only be $15,000, or only $3 per book. Neverthe-
less, some companies do short runs for less. The aforementioned book provides
you with this information. Kanti Communications, Inc., is one of the sources not
listed for short runs under 50 copies (contact Chuck Burke, 507-897-1494).

Short run printers can provide books that are bound in several formats. The
most common is perfect binding. However, if you are using a book for class-
room use where the pages need to be opened flat across a desk, you might want
to use a spiral binding. If you have a very small run for only local use, you can
approach printing shops such as Mail Boxes, Etc. or Kinko’s and ask them to
duplicate your manuscript and bind it for a reasonable cost.

If you want to become a printer as well as a publisher, you need to buy your
own equipment. The cost for the top-of-the-line capabilities is around $55,000.
However, you should be able to do as well with less sophisticated equipment for
around $10,000.

The biggest problem for self-publishers is marketing. Often journals will
not review self-published books, and sometimes bookstores will not stock them.
Keep in mind that you do not have a sale until the retail customer actually pur-
chases your book. Even books sent to a bookstore may be returned if they are
not sold. However, by doing a short run that is meant for a specific audience,
you can easily bypass the high costs of advertising and book distribution. What
all of this means, in essence, is risk management. You can take a big risk and
print a large run or you can take less of a risk and publish a smaller run. What
you do not want to do is have many boxes of unsold books cluttering your office
or home.
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The dissemination of information is another advantage for self-publishers.
Once you have obtained an ISBN number for your book, it will be listed on the
computer network of books and will appear in the annual Books in Print. You
can approach several electronic publishers and ask them to list your book. The
markup is usually around 25-40%, and this is why most publishers mark up their
books by this amount or more for bookstore distribution. You may want to cre-
ate your own website and sell your book either by encrypting credit card infor-
mation or by having people print out an order page and send in the money along
with the order.

Electronic publishing

There are many book companies that only sell their products over the World
Wide Web. One of the more successful electronic bookstores is Amazon.com.
You can set up an electronic bookstore if you have access to a website. The
Webmaster will create a link for you. You can either sell the book over the Internet
or provide access for downloading large portions of the book to be printed out as
hardcopy. The Teaching Indigenous Languages website at Northern Arizona
University does both. As you visit other websites dealing with indigenous lan-
guages, you will notice that many have taken advantage of the multimedia capa-
bilities of the Internet. They provide language lessons, cultural music, tradi-
tional chants, and other kinds of sound formats. Many have incorporated videos
and even interactive programs ranging from e-mail to chat rooms. There has
never been a better time for marketing your books through the Internet.

Comments on text format and style

Once you have made decisions about the way to publish your book, you can
turn your attention to format. Your first step should be to contact the printer you
will be using in order to find out what their format requirements are and how
they organize page sections. Most printers work in 32 page sections. Some may
require only a minimum of 8 page sections. Your printer will also tell you the
size of the text area on each page and will provide you with margin require-
ments. You will need this information even if you are doing camera-ready pub-
lishing.

Choosing fonts

The font style you choose will have a great impact on the reception of your
material, so careful thought should be given to selecting fonts. Some fonts give
the impression of casualness, while others set a more formal tone. Some fonts
are easier to read than others. This is true of Times Roman (the font used in
newspaper print) and Garamond. Both of these fonts are serif typefaces, mean-
ing they have small extensions that extend from the main strokes that help the
eye to move from letter to letter more smoothly. Those fonts that do not have
these extensions are called sans serif (without serif). Sans Serif fonts can be
used for titles and headers to add variety to your print. You should limit the
number of fonts you use to two or three in order to avoid giving the book a
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cluttered look. Baskerville, Berkeley, Bookman, Caledonia, Caslon, Garamond,
Goudy, New Century, and Palatino would all be good fonts for a book.

Use proportional typefaces where wider letters take up more space than
narrower ones. If you use the same typeface throughout your manuscript, you
should vary it by using larger bold fonts and capital letters for titles and sub-
headings.

Font size can vary greatly among typefaces. For a font like Times Roman,
the 10 point size is normal for a book’s text and 9 point size for footnotes. Some
publishing companies demand that you use their font size requirements. How-
ever, if you are self-publishing, you may choose and vary the font size.

When we create language and culture texts, we often need to use very spe-
cial fonts such as Navajo, Lakota, Salish, and so on. You can find these on the
Internet by doing a search under “fonts.” You will find a host of font sites avail-
able for either the PC or the Macintosh. Many of these font sites are free. When
you download these fonts, you are downloading a family of fonts that are going
to be used for your monitor screen, your printer, and your word processor. Make
sure that these are adjustable size fonts. If you are using a modern personal
computer, this should not be a problem. If you are using something less than
Windows 3.1, you may be rather limited in the kinds of fonts available to you.

When printers use camera-ready copy, they photograph the pages you pro-
vide them (mistakes and all) and print from those photographs. To produce cam-
" era-ready copy almost any good word processing software can be used, such as
Microsoft Word®©. Thus, you can draw in special diacritical markings that many
Indian languages use if you cannot find a font that will produce them. However,
technological advances have made printing from camera-ready copy more ex-
pensive than printing directly from downloaded computer files using modern
desktop page layout software such as Adobe PageMaker© and QuarkXpress©.
Page layout software requires “postscript” fonts. Some fonts especially devel-
oped for indigenous languages will work with standard word processing soft-
ware, but will not work when these word processing files are imported into page
layout software files.

If you begin your manuscript in a word processing software such as Microsoft
Word© because of its convenience, you can run into serious trouble when you
try to import those files into a program such as Adobe PageMaker©. Whichever
route you go, do a test run of a page of material to make sure the fonts you are
using will work with the software you are going to ultimately use before you
commit a lot of time on your project. If you are going to use page layout soft-
ware, work with your printer since you need to use software that is compatible
with what he or she is using. However, printers are usually inexperienced with
special indigenous language fonts, so you need to make sure the printer can
handle whatever fonts you are using. Printers using computer typesetting can
either create the masters directly from your computer files for their printing
press for print runs over about 1,000 copies, or, for shorter runs, they can feed
the information directly from their computer into a modern high speed copy
machine.
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Word processing software creates relatively small computer files. If you
decide to include pictures or graphics in your computer files, which is easy to do
with modern word processing software, the amount of memory needed goes up
dramatically. A high-end computer with a CD ROM drive is needed to load the
more advanced software (whether it be word processing software or desktop
publishing software) onto your hard drive to handle graphics. In addition, high
capacity auxiliary drives, such as ZIP© drives, that handle more data than the
ordinary high density drives, are needed in order to save your files for transit to
the printer. Of course, you need to check with your printer to find out what type
of auxiliary drive he or she uses.

Style consistency

Consistency is the key to creating a professional looking book. To accom-
plish this, you will need to make some decisions regarding the style of different
components of your book. Once these decisions are made, apply them consis-
tently throughout the book. The following are basic concerns: size and style of
type you will use, placement style for graphics and artwork, form for captions,
style for subheadings within your text, spacing before and after titles and sub-
heads, form for running heads, and style and location of page numbers.

There are some standard conventions in publishing that you should be aware
of. All commas and periods go inside quotation marks. All other marks of punc-
tuation go outside of the quotation marks unless they are part of the quoted
material. Extended quotes (quotes that run over 4 typed lines) should be in-
dented and set in a font size that is one point lower than the regular text. Use
italics instead of underlining for titles of works, for foreign terms, and for em-
phasis. When you want to separate items by a dash, do not use hyphens. Your
word processor has long dashes (ems and ens dashes). You can find them in
Word by going to Insert and finding Symbol. It is also customary to just have
one space after end-of-sentence punctuation.

Copyediting and proofreading

Effective communication depends upon clarity. For this reason, you should
edit your manuscript carefully, watching for information that might be unclear
to the reader or for structural problems in the presentation of material. Revision
should go through two steps: copyediting and proofreading. In copyediting, you
will be clarifying the focus and intent of your manuscript and reorganizing its
content and structure. This means that you will be rewriting sentences in order
to improve the readability of the manuscript. You will also need to double check
endnotes or footnotes to make sure that the sources you have cited are well
documented.

At this time, you should also check the total number of words you have
directly quoted from each cited source. The amount of words you can quote
from another source without permission from the author is limited. To avoid this
problem, you should paraphrase as much as possible. Even with paraphrasing,
however, you should be careful to acknowledge the original author of the infor-
mation.

134



Self-publishing Indigenous Language Materials

Once you have copyedited your manuscript, do a thorough proofreading
(more than once) looking for misspelled words, grammatical errors, etc. Read-
ing it aloud will help you pay closer attention to what is written. It is also a good
idea to have another person read through your manuscript.

Although word processors come with built-in spell checkers, you cannot
depend upon them fully. They are no help at all for anything written in an indig-
enous language. They do not correct most grammatical errors or errors involv-
ing punctuation, and they do not differentiate between ambiguous words or se-
mantic inconsistencies.

Things to do before the final pages go to press

After the final pages are printed out and have been proofread carefully once
again, you have a few last minute things to double check. The first is to check
the page numbers. Right-handed pages (recto) should have odd numbers. Left-
handed pages (verso) should have even numbers. Check the running heads on
every page. Left-handed pages should have the book title and right-handed pages
should have the chapter title. Check the Table of Contents page and make sure
that the chapter titles are listed correctly and that the page numbers listed corre-
spond with the actual numbers in the book. If you have a page that includes a list
of figures or tables, make sure that those names and page numbers match. Check
to see if captions are included for all graphics and artwork. Finally, check to see
that all sources are properly cited and acknowledged and that all quotes are
correctly transcribed. '

Sending in your camera-ready copy to the printer

You are now ready to send your manuscript to the printer. However, there
are several things that you need to be aware of. Did you print out the copy on a
printer that uses 300 dots per inch (300 dpi) or better? Be sure to send the origi-
nal copy of your manuscript to the printer, as a copy will not be of the same
quality. For example, if you printed something on a 600 dpi printer and have it
copied on a copier, you will probably end up with only 200 dpi, as even high
quality copiers only do 300 dpi.

When you are printing your final copy, make sure that your toner is not
running out as this will produce pages that are not evenly dark. Put your final
manuscript in a suitable box when you take it to the printer in order to avoid
having wrinkled or marred pages.

Conclusion

Our electronic word processors provide us with a great range of editing
capabilities. We can change fonts, gallery styles, adjust footnotes, use bullets,
use drop case graphics, insert pictures or files, and check documents for spelling
and grammar. More importantly, we can cut or copy and paste material within
our manuscripts. What this amounts to is that we can now produce high quality
camera-ready copy for print production.
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There has never been a better time to enter into self-publishing. There are
more books on how to self-publish than ever before. At the end of this article is
a bibliography of some of the best of these available materials, as well as a few
useful websites concerning formatting and style. Use that information as a spring-
board for your own research into the rapidly expanding world of self-publishing.

Begin to think of the books you are using in your language and culture
classes as self-publishable materials. If you want to publish a book in your own
native language, you can now do so with ease. Thanks to the information and
technology now available to you, you can share your knowledge of indigenous
languages with others.

Selected bibliography

Barker, Malcolm. E. (1990). Book design & production for the small pub-
lisher. San Francisco: Londonborn.

Beach, Mark; Shepro, Steve; & Russon, Ken. (1986). Getting it printed:
How to work with printers and graphic arts services to assure quality, stay on
schedule, and control costs. Portland: Coast to Coast.

Bins, Betty. (1989). Better type. New York: Watson-Guptill.

Colin, Weildon. (1995). Type and layout: How typography and design can
get your message across—or get in your way. Berkeley: Strathmoor.

Craig, James. (1992). Designing with type: A basic course in typography
(3rd ed.). New York: Watson-Guptill.

Ferris, Byron. (1996). Book reviews on type and layout. Communication
Arts, 38(3), 200-201.

Graham, Walter B. (1987). Complete Guide to Paste-up (3rd ed.). Omaha:
Dot Pasteup Supply.

Meeks, Christopher. (1997, Sept.). You can do it all: Are you and your com-
puter the new world order in publishing? Writer’s Digest, pp. 19-21. [Includes
list of websites for desktop designers]

Parker, Roger C. (1993). Looking good in print: A guide to basic design for
desktop publishing (3rd. ed.). Chapel Hill: Ventana.

Poynter, Dan. (1992). Book production: Composition, layout, editing, de-
sign, getting it ready for printing (3rd ed.). Santa Barbara: Para.

Poynter, Dan. (1988). Publishing short-run books: How to paste up and
reproduce books instantly using your quick print shop (5th ed.). Santa Barbara:
Para.

Poynter, Dan. (1995). The self-publishing manual: How to write, print, and
sell your own book. (8th ed.). Santa Barbara: Para.

Ross, Tom, & Ross, Marilyn. (1994). The complete guide to self-publish-
ing. Cincinnati: Writer’s Digest. '

Schoonmaker, Dave. (1995, Sept.). You just worry about the words . . . Let
your computer do the formatting while you concentrate on the writing. Writer’s
Digest, pp. 60-61.

136



Self-publishing Indigenous Language Materials

Tinkel, Kathleen. (1998, Jan.). 10 typographical blunders (How to keep er-
rors out of documents). Macworld, pp. 117-19.

Your complete guide to successful self-publishing. (1997, Aug.). Writer's
Digest . (Special Issue on self-publishing).

Useful Websites

http://www.gfmurray.com/jargon_watch.html [“Watching Our Language:
Terms Self-Publishers Will Find Useful.”]

http://www.booksatoz.com/prepress.htm [“Books A to Z: Design and
Prepress”]

http://www.DesktopPublishing.com [general information]

http://www.will-harris.com/esp1.htm [an interactive website to help people
select fonts]

http://www.dgusa.com [graphics and design ideas]

http://www.calumet.yorku.ca/calumet/computing/howto/Word/
WordFAQ.html [Microsoft Word’s Frequently Asked Questions]

http:/gpu.srv.ualberta.ca/HELP/wordpro/wd1216.html [Word for Windows
95 Frequently Asked Questions—Product Support Services]

http://www.ntu.ac.uk/cs/wp.htm [Word Perfect’s Frequently Asked Ques-
tions]

http://www.proofing.com/proofingcom/pages/FAQ [Word 7 and Word for
Mackintosh Frequently Asked Questions]}

http://www.columbia.edu/acis/bartleby/strunk/ [Strunk and White’s Elements
of Style on-line] '

http://www.eeicom.com/eye/eyeindex.html [Index to articles on editing from
Editorial Eye]

http://www.copyeditor.com:80/Links.html [Links for copyeditors]

Style Guides

Publication manual of the American Psychological Association (4th ed.).
(1994). Washington, DC: American Psychological Association.

The Chicago manual of style. (1993). Chicago: University of Chicago.

MLA handbook for writers of research papers (4th ed.). (1995). New York:
Modern Language Association.

137
10




¥ AT O

®
U.S. Department of Education E n I' :

Office of Educational Research and Improvement (OERI)
Educational Resources Information Center (ERIC)

REPRODUCTION RELEASE

(Specific Document)

I. DOCUMENT IDENTIFICATION:
Title:

/<¢ ‘/;"/"0\/;—'& ;'n‘) Z‘ﬂ/"aquﬂt'tq ‘L&&V\ ﬁwase 13

. - - E ir elin
Author(s): Eo(/f.,-.—;'- 17:;,\ /2(;,- L,,‘ar] é}nn Con A ﬂ, poée. v W 57L C/au pAk5t3> (7/4:‘21L e

Corporate Source: _ _ Publlcatlon Date:

S UVsrthioomn Arizona Uonlcersidy /55 %
Il. REPRODUCTION RELEASE:

In order to disseminate as widely as possible timely and significant materials of interest to the educational community, documents announced
in the monthly abstract journal of the ERIC system, Resources in Education (RIE), are usually made available to users in microfiche, reproduced
paper copy, and electronic/optical media, and sold through the ERIC Document Reproduction Service (EDRS) or other ERIC vendors. Credit is
given to the source of sach document, and, if reproduction release is granted, one of the following notices is affixed to the document. '

If permission is granted to reproduce and disseminate the identified document, please CHECK ONE of the following two options and sign at

the bottom of the page.
The sample sticker shown below will be The sample sticker shown below will be
affixed to all Level 1 documents affixed to all Level 2 documents
>< PERMISSION TO REPRCDUCE.AND PERMISSION TQ REPRODUCE. AND
DISSEMINATE THIS MATERIAL " DISSEMINATE THIS
t HAS BEEN GRANTED 8Y A= MATERIAL IN OTHER THAN PAPER g
COPY HAS BEEN GRANTED BY
Check here \@ X Check here
For Level 1 Release: @Q @Q _For Level 2 Release:
Permitting reproduction in 6‘3 60 Permitting reproduction in
microfiche (4° x 6° film) or microfiche (4° x 6° fim) or
other ERIC archival media TO THE EDUCATIONAL RESOURCES TO THE EDUCATIONAL RESOURCES | other ERIC archival media
(e.g.. elactronic or optical) INFORMATION CENTER (ERIC) INFORMATION CENTER (ERIC) (e.g., electronic or optical),
and paper copy. but notin paper copy.

Level 1 Level 2

Documents will be processed as indicated provided reproduction quality permits. If permission
to reproducae is granted, but neither box is checked, documents will be processed at Level 1.

*l heraby grant to the Educational Resources Information Center (ERIC) nonexclusive permission to reproduce and disseminate
this document as indicated above. Reproduction from the ERIC microfiche or électronic/oplical media by persons other than
ERIC employees and its system contractors requires permission from the copyright holder. Exception is made for non-profit
reproduction by libraries and other service agencies to satisfy information needs of educators in response to discrete inquinies. *

Sign ignature: Printed Name//ir 7uon/1' ile: 2 L. e
here— 2226/’ (/0--/\ l i (7- v -
please j’\ Q/L\ A5 50 cinde Jlotess o
9(gamzauon/Address W .- ‘ Aeis (A o Telephone: FAX: o

R L [t IR .’ o - 2 - L
0 57T7TY 520 2% 05801520523 /526G

_— - _ E-Mail Address: Date:
///Ajﬁh\.f;; A2 56o// Joa Reybacr & g/ )%

Nae, €cleq (over)




